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the position of:

Key Responsibilities

Administration:

SOMNGR

PORT/FREEZONE

Junior Marine Administration Officer
Job Summary: To carry out and execute Marine Administration and project work. The Junior Marine
Administration Officer JMAQ) manages the Information Data and interacts with the Port Management
System (PMS) users. The JMAO has to verify the data/information from the PMS regarding planning,
preparation of receiving vessels and share this information where necessary. Acknowledgement by Port
Control, Marine Services, Terminal Operators and Customs should be monitored. Regarding the projects in
the Marine Department, the JMAQO prepares, reviews, monitors and checks Marine hardware and software
and implements new hardware and software as per Marine requirements. The JMAO coordinates,
monitors and reviews the implementation of new hardware and software with all users.

Reports to Senior Marine Administration Officer.

SOHAR Port and Freezone is a deep-sea port and free zone in the Middle East, situated in the Sultanate of
Oman around 200 kilometres northwest of its capital Muscat. With current investments of USD 26 billion,
it is one of the world’s largest ports and free zone developments and lies at the centre of global trade
routes between Europe and Asia.

In line with the dynamic development of the Port and Freezone, we are inviting qualified candidates for

. Coordinate with Terminal Operators, Shipping Agents and MSP regarding port and vessels operations
administration and paperwork.

. Follow up and coordinate the administration aspect of the Marine Department.

. Prepare weekly and monthly (management) reports and statistics as required.

. Provide any administrative information required or requested by other marine departments to support
them in carrying out their duties.

. Suggest and draft any necessary HM Memos.

Prepare formats, extracted from rules and regulations, and organise electronic forms for the use of the
Harbour and Marine Department, as well as helping in establishing the filing system (Hard copies and
Electronic copies) for the HMO in general.

Responsible for planning and organising activities of vessel invoices; ensuring that accurate vessel
invoices are generated in a timely manner and to verify marine operations invoice.

Hardware and software:

Ensure all marine equipment are operational and to report any defects, follow up with repair and
required maintenance and check off the Emergency equipment.

Recommend and discuss with the SMAO necessary updates and or modifications of the hardware and
software used by the Marine Department.

Coordinate with the Technical Department/IT Department with regards to marine maintenance.
Liaising with vendors and external providers for the Marine Department equipment

Port Management System:

To ensure smooth information exchange between PMS, Public and Private Port users and other marine
departments

Maintain the PMS and coordinate with all users and make sure all members of PMS are using the right
procedure. To send responses at the right time and coordinate the follow-up communications with
government-concerned parties.

Ensure the required vessel documentation are available through vessel agents.

Prepare ship reports and send the required invoices to the financial department via the Port
Management System.

Coordinate with the Port Control department to adopt and maintain the required discipline by all
Harbour/Terminal users at all times.

Manage PMS project and maintenance budget.

Job Requirements

Bachelors degree in Logistics and Transport Management (LTM)

Has knowledge in marine operations

Extrovert, outgoing and high interpersonal skills

Able to understand marine technologies and processes

Well - organised, with strong marine-process skills and an ability to establish and work on priorities
IT-oriented

Work Location: SOHAR office, Suhar, Sultanate of Oman

Applications should be sent to recruitmentsipc@soharportandfreezone.com with the title of the vacancy and within
10 working days from date of publication.

soharportandfreezone.com
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